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THERE’S NEVER A DULL MOMENT 


This studio secretary says, “It’s crazy, but it’s fun.” It seems 


also to involve hard work and strict attention to the job in hand 


By ETHEL SEVERSON 





l Was a yea be r¢ ] was able i 
speak with perfect calm if, when the 
phone rang, the voice at the other end 

f the line prov 1 to be that of Anna May 
Wong or Miriam Hopkins, and to find it only 
pleasantly diverting to see a Franz Joseph 
coach drawn pell-mell down the street by six 
vorses. If Franchot Tone « se to lean agains 
the rubbish can outside our windows while he 
smoked a cigarette, or if Kay Fraacis, wit! 
a pair of dachshunds, came in the office, | 
was able at last to continue my work wit 
comparative unconcer! 

Finally, too, I reached the point of being 
ible to « ve e intell gently, it somewnat su 
perficially, in studio “lingo.” I learned th 
lifference between a stand-by and a stand-in, 
a blimp and a dupe. | learned that a frost 1s 
different from a “best boy,” but not in the 


sense that one might think if it 


line under consideration. I learned that u 
filming scenes there was shooting, cutting, and 
striking, and that those terms had nothing t 
lo with battle or bloodshed. Dead men, mules, 
and niggers may mean certain things to you, 
but the studio they mean something alto 
gether different. The expressions, “Turn ‘em 
ver” and “Wrap ‘em up,” lost their myster 
usness 


| EVEN learned to read the motion 


picture 


trade papers his requires a special educa- 
tion. To the initiated, headlines like these 
ire perfectly intelligibl “Warblers After 
Scalp of Rosy,” “RKO Luxer in Jam by Pan- 


cake,” “NRA Ashcans 
Columbia,” “Wanger Two 
London Phone,” “Ex-Cop Croons.” 

As a studio secretary you may type orders 
reading something like these: “Will make sail 
ripping shots in Big Tank Friday, with rocker 
wind Note: No rain, lightning, wave 
es, or dump tanks required for above.” 


Skeds,” “Slaughter at 


Grabs Yarns via 


and 
1, 
machin 


Ur “T/UD squat teet g ick 
six-inch moon, 100 met Or you ma 
be asked to have sent to New York one 
small packag¢ ntaining the false th wor 
by Fredric March in Dr. Ji nd Mr. Hyde 
r to put throug é t wardrobe 
lor ten § ts I [ t Dy way I 
relief Irom § madi \ 1 Zg i 5 tie 
street trom t t ive \ ! ha 
dressed ] t ! ] tt ha esse! 
swishing al ret ib i 
evening d ess b t ve 2 res est be 
cause the talent hea t aw her 
i nearby cafe and t l e tilt I 
It's a little iterent eing a sti secre 
tary, from be " cretary al irance 
once ra inuia l gy ¢ ern \ 1 Nave 
t be as elas i i bx lave 


picture world. Y find it expedient to keey 
your tongue ir cheek, your mouth closed 
ind your ears op A sense of humor is a 
great help. | tn { f all. y ive ft be a 
little l ad lf i Saree \ peg 
to work it the 1 wont t lat wa 
not if you stay in t picture A 
famous technician o1 said t é Everyon 
in the studio raz) ng irselves. It 
is because things that t the eem absolutely 
crazy are tk eryvda ind nn place 
We are use t craz ss make-believ 
It is part of r daily lives work 
A NYTHING can happen, and tally does 
There is routine, yes, but that routine is sub 
ject to every imaginable interruption, and must 
be elastic to a degree. On 1 perpetua 
state of wondering what g g to happe 
next, knowing full we that ething wil 
(One goes through the stags t cont lal astor 
ishment to a stage of expectancy and tip-to 
interest that is seldom let dow: lf Gary 
Cooper comes in to get a pass for his father 
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ess, and your et! 
valuable It s n 
teel tree to dictate 
thon trom ste 
that way Cal sn 
ly, unhampered 
words, or by hav 
keep pace with 
course, when he 
nical terms, you n 


4 SsSary t< 


a SA 


Ae A supp a ‘ re 
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i take t a pack 
the mussary 
‘ , ' 
‘ I : t 16 
' , 
iWway ] ss 
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ritimate business 
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st ft to remembet 
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r ’ elsewhere ate ’ ental ole ar 2 
ittle knowledge meaning Dut i 
pett est in { atk 
ma iette that cont i thus giving 
birya «tine feeling i ist } k arefully 
evel etter r t - ] I ley to 
t mistake Avoid te ipting m while 
e is dictating w know that he ca 
inswer your question as well at the end oi 
the letter as whet ‘ s in the midst of the 
t wht, and without iving isk you | 
ead yack to his Uitte question an 
swers itself bef« t tt dictation 1 
i f il i Via \ t 


t rt Ss wise t i tion t t rath 
‘ . 1 } 

in t iet it g eCaus chiel is many 
t v 1 Mis mind i e teels that you 

rt neo tt ; ; ’ .o ; 
4r©@ ai€ii alld alte neaning I Wila 
S Saying he w i more conhdence 
‘ ; | 

u, knowing i 10U make a “typ 

4 
grap il error a ling you are quit 
' , . , . rT; , 
like atch I 5 always well t check 

r! ] ] ] ' s tr } ' 
Rures a LiCculla sa 1 trans “ ou 
tes I mp tant somet es if 
is? ] her | 

1cid) i ] if Lies rs Ma 

a 2 any \ u r gZ notice 

a % , ’ , < 
ind may be too late rect the mustak¢ 
t it gets by you. Ar must never allow 

th » } | ‘ ‘ ‘ , 
iny ng e a i is receive ie 

upp il of one in aut t Woe bet ( 
\ 1i0WS an ord A through that has 

ot bee approve ! | DeT pers ns. eve 
rf ay requ ‘ SsIx Signatures 

‘ ] 1 

mak iCal a r gz to I 
' 

1 he ire SO mal 1 the era 
' f , tudi ' ef must . 
~ it | A { ‘ | pr 

tr +} 

I mM X] 1k \ 2 tine 
use i i Aiocating the 
ex nses ft thre prop ‘ t< | < \ 

' 
' . j 
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the ft 1 largest [ ted Sta 
i y part lar s mpris t t 
nity icTres A rr? ‘ ry! aT 
preat rp ratw\ ‘ tT ‘ } | 


p iC trie 1ict s t tensior 
‘ ivs and t tensity f the 
' 
W K gntene i 1 by the ability 
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Top row (left to right): Helen Johnston, secretary to Head of Publicity-Still Department; Jean 
Bair, secretary to Production Control Manager; Eloise Scholes, secretary to Operations Man- 
ager. Center row (left to right): Florence Cole, secretary to Director-Producer; Ethel Severson. 
secretary in Operating Administration Department; Janet Brearley, secretary in Foreign Depart. 


ment. Bottom row: Virginia Orbison, of the Research Department. 
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5 them pa \ 
‘ iT iT i ‘ ‘ | ‘ \ 
that y 1 W t i 
nteresting 
| ‘ 
As | 4 s i } 
uc | eal s i tt 
zg new im , tt , 
( 5 ( . : 
never du \ p al re 
‘ o tl i ‘ I I I | 0 
‘ 
u tu : \ Lol 
[ le, 1f the I ture 1 e. | juse \ el \ 
‘ ‘ ' 
VI j WV Mak 


The Secretary s Lament 
By TOM WOMACK 


| Y GRACIOUS! [here s tri three awa | 
l oclock bell, and | iven't started on t got ‘ 


) 
e news articles They 1\ t be ut draw \\ 1! A ft , — 


m tt wii t I Vi . 
t I ive n | ‘ \\ ‘ 
l am getting a in L« \ \ ‘ iT If 
LW y ve sent es I tra it¢ I ¢ 
ind 1 will take ] irs ¢t it ['n I i 

far bel d ) K ve \\ £ 
atch up, and that t r | t \ 
n last | lay re d tlag w me * 
| saw all the ma t t « ‘ t 
lare think of w I ma Bible te t 
we had Saturday Well g mea! \ | 
{ good to mour1 : what | avent d t 
It's not getting me anywhere on these news t 


articles. 

Of all things! Tomorrow ght is the time wait 
for Scribbler’s meeting and we have to tur D 
in a manuscript. What in the world will | 


lo? I] haven't written a thing; and ideas ar 


ig I have these days. Oh, wel You Don’t Have to Be a Teacher 


"1 ' 
| D ilK t KI 
‘ \ 
RK VV i 
j like 


the last hi 
such is life 
At last these are don Now I suppose I 6 

can cut that stencil I’ve been putting off till 
’ 


the last minute. I wou ive tor ff o1 1 lik know if be a tea 
just after I’ve spent some precious minutes before he can get a su your mag 


manicuring my nails. I will get mimeograpl zine am a pu] 
ing ink all over my 
under one of my nails from the last time | South Chicago, | 

ran off a stencil—at least a week ag Uh, Ind 1 stu ts ma ‘ iR VV RITE 


heavens, an error! Where could I have put both while they are : ] 
the correcting fluid? No, it’s not in the ifter 


drawer, nor in the filing cas Here it is ur sp | student s 





snecc Wr January ) THE LEARNER 


THE MAKING OF RESOLUTIONS 


The process is easy and simple and everybody is doing it. \ hat 





is equally important is to keep them going throughout the year 


J 


By DOCTOR GREGG 


ON 
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% . 
Easy Business Letters 
On Chapters Ten to Twelve of the Manual 
> * 
< 
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\ Z v ee ’ Ty | \ 
.< CX ~l aT xt re ' le twt 
N m was a gate the task ep g 4 sW 
the RESOLUT INS pass Mat \ ‘ 
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sealed. someone noticed that the boy had used 11. What 14 r 
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HOW TO MAKE LETTERS SELL 


Everyone has something to sell—an idea, 
commodity. The letters you write should 


By 


ET’S ] t ike every letter a sales 
etter Phere ison why t can't 
be done t: you'll be irprised 

In eve tte s some place where we 
an’ work ence about t qualit i 
ur produ the se ( ve gi your won 
derful ¢ inte and ! 4 We have 
plenty 1 ilk al let's talk about it 
It ! 2 eo | this 
excel] | if i 
“Drestru § Suggesting the nega 
tive ar | aspect of things mploy 
ng tere p s i d I glitte 
ing genet ties abstract S$; permitting 
smartne c n t ind affection 
making iva nt statements Sing wunia 
miliar lust tec inguage, and 
| £ fk ' d La il eT r 4 
responde é eact tox imaniy and nat 
urally to t lack of ison, dis 
honesty { I va s t st ers: 
Narping al t e without giving it; and 
or ;ei¢ s mers letter 
P, eRe ning wit 1 posi 
tive a pleasant suggestion; showing the 
eer ful I tin t sicl I i messag 
n sizing t ¢ repetition and position 
what is d le for t reader to think 
tbou tomer high-class, authe 
( ind mpiet I ill i) illow M 
, b { il t} ] t (b vIiVing t \ true 
ind = bel ible statement seizing every 
quify as a | t ty to serve a customer 
ind suggest that yours 1 good ympany 
with wil do business; presentir tacts 
concerning a prt t \ ind in terms 
f use, pleasurs profit; and closing wit! 
i l ar state he last paragtap f just 
what you want eader to do and how he 
may do it 


No matter how vell you lke whipped 


cream, a steady diet f it would become 
very monotonous, wouldn't it? The same is 
true of ir stvle of dictation ur words and 
phrases. Let’s vary them from time to time, 
not just for the sake of variety, but to 


keep them from becoming stale, to keep them 


from becoming tiresome to our readers and 
to ourselves 
For instance, we say, “The enclosed en- 


velope, which requires no stamp.” This is a 


a plan, a service, or a 
possess selling quality 


VIRGINIA YOUNG 


perfectly good wa ! escribe 1 business 
reply envelope, but “ r if the dealer wh 
receives tters 1 n ft _ Dey irtment 
trom the Advertising Depa ent. and fron 
the Cred t Depa | I] g this Sane 
mnmrase t ’ tt tires ‘ ; 
| stage ree ny s st ‘ the 
, | ] \ 
many wavs t ‘ losure \\ 

m « ‘ ‘ ‘ 
will pa e postage er 

In two parag ipns r ft s rr yg 
I Saw e wor i sed thr It es 
There is not g wi g wil word “prot 
ably,” but it can | ‘ eat st 2 
any ther good w 
ANOTHER dict , a 
the wuss f ti ve H 
d esn't . +} . ; it g f 

7 | ' 

Se " ’ 1s 
nucn 1 m 
© ; lett ' 

“‘U)n the h ‘ pet A rv 
‘certain! lf | I a 

, | ; T 

necessary ertail ve Ss I 
etters | ( Id retire 

&Thanl , ‘ 

| in , . \ + 

too cal he verd . Gon ictators | Ave ¢ he 
habit of saying ‘ nk you” so much that 
it becomes total] 

Check your letters a ee what word or 
ph ist appears 1 ¢ S you 
al + +) ] 1g } ‘ 1 f 
bec es fA habit | t f t 
ruts hot it’s a ; 1a 
| | | ‘ 

ony emed K ping a 
to new words a te ‘ 12 
that no group f 14 in tak up t 
much room 

Tl € ld Saving tel | il \ riety st 

> ae ‘ 
spice rT ite it ~ the spi S 
Let’s see what we lo to add a littl 


Stick to Your 


years ag A lk vent wit 

fathe t pick be S 4 ! the tathe 

called the bov te ' y ‘ 
ttle fellow had onl W ; s pail 

while the fat! s pa ] W t st ] 

“Tell me, Dad,” begged the boy, “how y 

got so many berries while I have hardly any 
“My son,” replied his father, “always stick 


to your patch. I not 1 that you ran around 
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to 
— 
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‘ , 1 ‘ < o tre } . ‘ \\ t \ 
“ se , e the most or the best it ‘ 
her | t | ‘ ' 1 ¢ | | T ‘ 
7 é | k pa picked a I I 
t re \ S ero;r I went Tt iT ( nmermn t 
tner write ’ ‘ } ‘ 
rit ‘ ; ; etterc ” ef | ‘ ‘ ' ‘ 
W iW K («tl i tte r t ‘ 
< . T st pro ct le ‘ ' { < ' 
i é » rei “ t ¢ eT \ : t 
t talk a t Tt Ss ior a W ait etter \ t ‘ 
tne? ix t il I iw . x iV i ‘ 
T he . ’ < eader . eptive t m ‘ the - aten 
} , 7 , , , , 
Cd p ce . \ ine “dea ul , 
r ¢ A I xt . t¢ \ 
j lect | saw tf . . . 
pa se st eck for 1 \ } : 
' t ( ‘ tf cer t ' 
a ' ‘ S te At least L y what 3 
u are R ng t ] t it 
~ 
a) 
HE 1 
tet \ A ‘ ‘ ttere . 
fi eres . ly t y 
tak 1 . , . 
at c . 1] ; 
lett - ‘ on ‘ 1 
f I ' < 
S git il “ ‘ 
te I g pa ‘ \ ‘ 
1! ‘ | ‘ . . 
in { ‘ i he = ‘ 
A t 7 ‘ 
£ Te 
‘ 1} 
‘ ‘ m1 ‘ ‘ 
i ? . ‘ A ‘ 
+4 
. t I > iii , ‘ ; ; ; 
nce ' ‘ 
Me ‘ W t I t vhat 
' t t Stick 7. a ry | 
4 . ‘ le > 
: Efficiency at the Telephone 
. = ' 
Personality in Letters 
) ‘ ‘ ‘ f { \ 
Rii sta | ‘ 
| ‘ ; ‘ 
‘ ‘ é i 
ners ] } ; ‘ ‘ freer ' greet t 
, ‘ , =n 
4 ‘ ‘ té ; ft t > ~ 
\ m™ e will st vil 
A i i 
] ‘ Ss . hilitw t t < ‘ 
writ t r. Woolk ’ , 
et e 7 l , ‘ ‘ » mal a ‘ : 
‘ e out W : é 
, ' ‘ ‘ > os 
I T Ke 1 1 Ss really r \ 
ter ; ‘ 1 R lettere w ] t get tt : ; ’ 
refi . , - 1 will ; a letters = 7 , 
( dre t ~ vik Dp S 1 pieas \ I ‘ r “ 
I I 
Iie — 1 1 thyoel | tele ex 
g | a W s WwW K ) ! KITE 
; ‘ } 
c t ‘ i t write pe 
to a debtor w e the juir . get wit . 9 ‘ o t 
payment Insteac f sa g | k you tor d what " t et 
' ’ y | 1 t t 
trie | ent \\ WW re i t day ‘ I NK ‘ 
t “ t S | \ ; wht \ k ‘ - A ‘ l , 
i int into good shape. We knew you would t nde e teleph uN 
' ‘ wt 
Mr I} es we ive iiWa nte¢ 1 n you i ist if? j 
, 1 +3 sSloA , 
r nsider the effect f this etter upon the j . 4 , 
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It Speaks All Languages 


By FREDERICK G. FOX and LOUIS LIST 


picture direct p the mouths of th words from the | (; " 
savages é Ncting gle fe. W Spanis and Russ \ e W 
spect e “faked.” But suppose you were and t and ex ‘ 
i membe the I research staft irged 1D ‘ (a \ 

i scient s ect with the task 
ecuring real authentic barbaric “gabble.” How ; Wn . 
aaa can ak Be It’s Accuracy That Counts 


While you ponder for ment—it 
eee, eee Pas By H. WILKES 
choose to pon let ve ll @ive \ 1 ur answer! 

We'd send a reporter to the jungles to record I! there were only a way of judging, | 
. baal 

the languag: t ribes i h elt 

notebook ' 


eve statistics would prove that more 
persons rule their lives by looking regre 


fully backward, rehashing their mistakes, tha 


Has it ever red t you that, once . 
equipped wit knowledge of shorthand, y those who look forward, doing things in the 
have at your finger tips the ability to take best way they know how. Of course, erro 
notes I pra tically iny languag We Say are bound to occur It with t stun blit £ 
practically any language, becaus ur con blocks would be dull and uninteresting. Fi 
hined knowledge . foreign tongues by m the stenographer, mistakes should | educe 
nesne i Tiling language spoken in tl to a minimum. He or she should not tra 
" rid ow er naking s« il interest scribe a letter care lessly ind then realize that 
ng expe net \ ' that the with a little extra effort it « Id have beet 
svetem vw we ; sed effectively a handled correctly 
ethcient ) o thre speck t aly < A bl inder ng ste bd > 
¢ CIV d le pits the many d Ite ni ecessal oa 
ences i \ d ind even s ipt ; d : erprice . = 
The next u i\ in pportunity USINESS or pront Cars ar ncorrectly routed 
ear a lancuage on to you. try this ex which is fatal to a perishable product. Thi 
periment Pick up vour notebook and see if is a waste of effort, energy, time, and, n 
_@ : Sie ereation. even if vou important of all, wea e nerves of t 
don’t know the language being spoken You fice personnel. A ireless roke writ 
may not he able ¢ d 1 perfect transcript ing shorthand may mean the loss of a 
f, nes wil 1, ve difficulty in cat tract to the harassed individual who fails 
ng al ‘ Settee thal vi be read his letters carefull 
surprised to find how close you have con If the beginnir g stenographer realizes this 
making a record of what vou heard or thought early, he or she will b re valuable to the 
vou heard And if uu're familiar with the pe sI I 
language being spoken, thet f course, you stand that accuracy 1S t paramount impor 
notes will he eves re accurate Phere is tance. When the embryo stenographer gets 
ereater similarity between the basic sounds of the psychologica! effect of doing a thing well 
various languag a  etertaanil feels the joy of knowing that work is don 
Americans wl ive gone shroad to f perfectly, he or she is n nting toward s 
unselor positior r to represent various Vee Stenographers are well paid when the 
dustrial and commercial concerns have four learn early to pay attention to details 
that it is a simple thing to adapt their short Why not start out 
hand to different languages, thereby facilitating ] Making each utline is peri tly as 
their work in foreign correspondenc: Oth Cal Remember, if ( ur " 
persons tan liar with the system in English makeshift shorthand youll be the loser, be 
report that it is helpful to them in studying cause no one has the key to it but you, and 
foreign languag for it enables them to re your memory fails you 
cord words as they hear them pronounce 2. In transcribing your not make you 
‘ , 


Because of the fact that it is based on sounds fingers hit the keys you want them to 
shorthan pl! valuable n the teaching ! Don't have erasures in \ r work 


3. Use the ( 


languages eek 
Our system is Ix i lapted to eleven mod “day by day I'm doing better and bette 
" 


ern languages, and we find the list of adapta work.” A neat, well-written page can't be 


tions growing because f the demonstrated kept a secret. It speaks for you 
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ENGLISH FRENCH GERMAN SPANISH RUSSIAN 
believe ¢ croire —— glauben 7 creer 4 Beputh PF 
black (nr noir Ge schwarz UK negro — “— ‘pHnil t~ 
book (n> livre ff Buch ’ libro S| kunra 20 OD 

A . 
brother (,_ freére ae Bruder ( at nermano OpaTb (a 
day - journée 4. Tag <7 dia , 1@Hb 
earth «~ terre , Erde & tierra p- “ SCMIA U2 4 ¢ 
eye O° ceil a Auge ” ojo ] rags — 
father pere ¢C Vater ‘ » padre _ oTell —? 
field 2 champ | L Feld .<_ campo az mie C5 
full £4 plein C ; Se voll lleno <7, non C_ ~ 
garden oD jardin f Garten 7 ~ jardin 4 cat ) 
give r donner ~ geben 2 dar 1aBaTb ) 
good Y bon ( gut y buen ( 00pm # 
heaven J ciel €_ Himmel cielo e Hebo / 
hour heure Stunde = hora \ qac ¢ Oo 
late a tard & spit aS tarde +4 103,H Wii ° 
letter | * lettre \ Brief y A carta D NHCLMO é o 
light © ¢ lumiére _placht ' lus co 3 CBeT yy, 
morning —matin —p Morgen mafiana yTpo " oie 
night --> nuit > Nacht 4 noche - ) HOUb y 
Oe fw ancien ort alt Q_ ~~ viejo cTapiii por 

: ——<—"> 

road chemin Je | Weg 2? ee lopora 
room chambre , 7 Zimmer @-— cuarto “a KOMHAaTa 2 
sea o/ mer ‘ a Meer “ mar —_ mope —<s 
sister ({¥ sceeur) 4_ Schwester_9/s herman _ ceerpa s+ 
sleep § ( dormir eT dormir .<- 4 cath y; 
son 2 fils J Sohn 2 hijo } CHH ~~ 
table _/ table ( Tisch 4 mesa 6 (TOL ye 
theates "il théatre\ cS Teater <7 teatro O~ TeaTp ws 
wall 2 - ~mur —a Wand 4 pared Qe— cTena 4 ” 
white Z blanc C Q weiss F blanco Co Oeanii 4 - 
world ps monde ms Welt 2 mundo SA MAp call 
year an ‘ Jahr CG aflo — ron 
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Stenographic Broadcasts 
Arthur E, Gaskill 


Fo the past two years, 
has been conducting over WNY( 
an adult-education program under the auspices 
Board of Education of the City of New 
York His dictation broadcasts total more than 
250. High school students 
individually 


station 
( f the 


participated 


ve bri ad 


have 
and, in one instance, t! 
casts have been used as assignments for class 


H. Pickard, 


High Schoo] at 


room purposes. Miss Sadie 


er of the senior class in the 


Meriden, Connecticut, has been correlating 
them with her regular class work. After the 
material has been transcribed and corrected 


students receive credit for 





{ group at Meriden 


had been given 

Pickard rep rts 
the matter of general wraphic 
ibility, this year’s class is ahead of former 
methods. A 
Mr. 
a visit he paid to 
nnection, Mr. 


‘ 


value tO 


me way as if the dictation 
n class by th Miss 
that, in sten 
lasses conducted under ordinary 


photograph of the class, surrounding 
Gaskill on the occasion of 
the school, is shown in 
Gaskill’s broadcast have been of 
tenographers seeking commercial employment 
ind to those 

aminations, because of the practical 
fiers. The Monday 
ters at 60, 80. and 


“repeats” and 


intending to take civil service ex- 
advice he 
broadcast consists of let 
minute, with 

Wednesday 


letters and articles at 


100 words a 
outline drills. On 
consists of 
from &O t 


heard at 


the material 
120 words a minute 


1:45 p. m 


rates varying 


Both may be 


Congressmen Prefer Secretaries 


A* Associated Press dispatch calls attention 
i to the fact that there are few bachelors 
n Congress, and that at least half a doze 
their 
Bland, 


several years 


married secretaries. 


(tis 


former bachelors 


One representative, S. of Virginia, 


on record as having threatened 





Tue Grece Warrer, January, 1938 


NEWS w WORD 


uzo to employ onl en as secretar He 
gave as a reason that tw t s secretaries 1 
succession aid married congressmer lw 
senators whos Wy e were secrctari 
ure Charles I McNary t Uregor und Rol 
ert M. La Follette, of Wiscons A stin 
Lv ished ex ember rt ( ess who mal ed 
s secretary is F La Gua i. rec tl 
reélected mayor of New York. Other " 
m al events in Wa gt were the i 
riage of the late »p ike f the House, N 
las I gworth, to Alice R sevelt and t t 
of William G. McAd t the time a mem! 
oft the pres lent’s ca now a Sé i 
from California, to the daughter of a pres 
dent—Woodrow Wil Mrs. ] Nanet 
Carn s secretar t é shand, \ 
president « the | ted State 


Another Instance of a Handicap 
Surmounted 


N conformity wit ur des to pay tri 
to those who pi e t ireers with 
regard to difficult cir s es, we present 
the picture of Miss Sylvia Katz, a student at 
Merc! ints and Bankers S tal 1 S« l. of 
Hart 1, Lonnecticut M Kat hand ) 

s that she has onl) I Notwithsta 
ng that fa she is mast d shorthand ar 

touch typewriting, and at th in time 
completed in nine months a secretarial 
in bookkeeping. Fur 

ther, she does em 


broidery and makes 


most | ner ow! 
clot! Ss I a VoCa 
tional-training test 


stenogra 
phers and ofhce hel 
yy the Rehabilitatio: 
Branch of the Stat 
joard of Education, 
Miss Katz made the 
following 

typewriting, 


record 

fifty- 
hve words a minute; 
shorthand, one hun- 





dred and ten words 

a minute from dictation, after which the mat 
ter was transcribed w t error and ‘ 
hundred per cent on roug draft trar script 
This particular Connecticut school has a re 
ord for training champions in shorthand a1 


typewriting, having produced more than thirty 


champ! ms since the sch 


1913. We 
Miss Katz! 


extend congratulations to it and 1 
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AND PI 


\ Stenographer-Author 


LFRED H. HOLDEN, Forest Hill, Ter 
nessee le ribes himself a a stenog 
rapher w l red } } 





ais i ftascinating pastin 

il i | i S¢ I camera ind type 
write Mr. Holden's inq g dispositior 
eads n y interes acy ture 
that ily records with Ss typewrit Te 
imera ib al n magaz s new 


=, ~ 
) , we # 
iw 
4) AB 
Zz {ths aE: a 


A ee ~ ‘ ° . } 
TK 


of 


With camera and typewriter 


| pew I Lame \ tures 

Free-La Newspaper Feature Writing.” In 
the booklet he gives details of the methods he 
pursues a advice to other would-be authors, 
\ quota trom it reads as tollows It 


makes no difference where you live; at cross- 
roads or metropolis there is material for a 


certain class of feature stories that the Sun 


day editor of the big-town daily that circu 
lates in your territory will be glad to buy and 
publish. You can have the satisfaction of 
seeing your efforts in print under your “by 
line,” and the equal satisfaction of receiving 
pay for indulging in a fascinating pastime that 


can lead to more important and remunerative 
terary work. You will be learning to writ 


y writing, and after you gain some facility 
with words you can write that short story or 


' , 
vel or play. All you need is access to a type- 
writer, some kind of camera, a1 the ability 


] 


to string simple words together so that they 
vey information clearly and interestingly.’ 


7 TURE 
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Ambidexterity in Stenography 


LEFF 1 right-ha d st grapher 
A Dr. Navi | Dit ars lor rorty 











years Cl it I 1 tive 
New York Z il Park “A ghit { 
t lime! entliy t { i i le tin 
lmerican ’ | " it . 
ld his va es ‘ t 
everly Sn 
, 
rie < { it tii N , and 
; ef ing ‘ 1. a < " 9 
gres ‘ He « t i 
ire tir ? ’ £ ii< ’ ‘ 
practice W I Va il 
mire Kens I ‘ h rea 
lr 
] i LN \\ i i 
c 1 ‘ ? W i) nars 
¢ re s¢ Dich t 
et i ’ 
t Ditn extra nary Ma 
al s: Most ire content to writ 
} i Ditmars irm t 
} ‘ ' ; 
wit! i W he e Trig ind tired 
witche ‘ the left Comet ‘ , id 
eard tw ‘ talk ce ric 
vant re ner ge y! 
joring in Shorthand 
Majoring in Shorthan 
; 
4 
; ; 
t 
r > 
‘ , 
Z ; \ 
» ; a 
é 2 \ 
s A\ 
4 \\ 
© 
e? 
es 
—— 








H h Scl ol \ 7 a Ka It Was t ft 
y he ‘ M | 








ART AND CREDENTIALS 





MAKE THIS A HAPPY NEW YEAR 


NDREW ARN 
pri iit 
ir g ‘ 
vely upon tie 
Var Ct Ha i eRUI 
ont t I i 
evel npt rit 
nd know the i 
pe impat 
can cheat ’ 
self 
Could any t ig 
me practicing tor t 
not become impatient 
your notes ‘ thie 
neat little red le a 
you thought you i 


probably las la 


ing contestants to ki 


be and should 


one of the Deautiful 


higher prize SO gl 


mine t nent t 
a specin I t 
sit back al ian ( 


tal nN | i a4 
tram Re t 
, ‘ 
per ste rt ) 
i la ept eve 
1 sStenographe \ 
ployer is something 
is you in { 
t your W t 
] iT ri tie 
, 1 thy etter <« ark 
g a good posit 
tiere 1s a exce cl 
veted experienc i 


By 


FLORENCE ELAINE 


>a) 

} : ' ; 
es it you p f 
ncouraging t 


ntest 


i 5 ( 
S ( entrate S 1\ 
| apita x whethe 
u afte ¢ 1 ¢ 
' , P 
Link ce é austry 
j * j ‘ 
4G si i, a } y ap] 
est machine iSSig1 
} ’ ] 1 ' t siohr 
ily ae ri URI c 


ULRICH 


s Ww F ‘ 
wit act 1 actice 5b 
} 
9 t \ fies wi 
t ractice r p 
( s¢ us ss £ ASST 
* yourseil £ t ] cias 


GG. &. 2. Ve 


Specimens 











isands of sp pewriting ar 
ul i ler eXamirn . o t lis da j \ er P 
farlty ' np! es 1 ‘ ' 
lauilty i Pia i Corel Artist | \ ertheles wit 
i «¢ 4 ae ; ; ‘ 
. I Lire A ave é hie ft e t i 
| stered CS} 
a \ re . . 1 ‘ n ‘ o { 
Rh experien n trai ' spe ’ exhibits \ . ‘ As 
w that it itiine Cal ehy ‘ nu her cw ire typ 
| ou are t t } 
ve you a W g just suthciently w ge l ther 
() { ns Oo! 
’ A. Pi 4 ars almost ever som » ALT 
wr et 1 deter ‘ ; 
1 ind dete sts that were a ]{ to read and to 
‘ wott ‘ ‘ | 
you ive writte OK at I isa : i ppo! 
' 
lat \ sell may tunity ff « ng t < at t 
Food hihit ‘ ‘ 1 : 
k i x ts ind ‘ ( ¢ ASACU 
. ‘ hy ] . ; ta ‘ " f s 
Capitalizing Practice ' ; 
DITO! n I ness 
goes for all of you men pause exa e it they 
id t iss in ethcient might not ive a s ‘ S specially 
that distingu es th attractive design ' stenog 
‘ ‘ ' ' : | 
re é ip L he we ‘ s work 
; ‘ | ‘ | — 
‘ Vel \ is \ ie! 
ept from her em Le S an assig to beg 
done just as well right now Det it your finished 
, | ; 1 > 
more power 1 bring lianus pt ot the OU. A | est will be the 
| . +} tr no , ; rt ; ° ] } ‘ ; . > 
issroon ( strong nos a c and Ca spe men you afe 
sit f stenographer apable of writing Use ¢ quality pape: 
wil i t secur ew or g 1 ribb type Centers 
your py attract el pap 
way to get some t the see that there s the copy 
’ ‘ , 
ract« evginners net ry KK wi iN vw cach KCy 
nd 1 when nl thm 1! ’ ' ' ‘fT r 
ind pois whet apply \ I! Ahly ind W pressu rf 
it €a letter R the same legree 
‘5 
LACKNICSS typ 4 oy 
G. A. Membe » hes 
ii ) qi i « ‘ hay 
< » = mh fur { Tact ' 
r é me ahi . 
‘ . pa ir spe s in the 
. y $ ciass see WhK \ t with the 
1 I 1 ot early perfe ¢¢ . ‘ ‘ 
na thought “we ; 14 T i. 
iio dik oon “alien vely Gold O. A. T. Pin on your 
l pretty test, by writing a real t 
4 rtir € te o th *) . , 
gett c the will grip the attent xamine 
student ve thought of ' ' 
Bl then ,noncder a | t) ; rtiet 
Se terestine ause them to pond via | y g a! 
this is who does su at writing ' 
business mat Iriend _oncentrate your t ught energy and 
you Can practice your power upon the V é t your type 
ilea etting \y dk writing output, bot juaiit and lantity 


g lor posit S 
In subn ‘ 
p Le f r i Ww 
nk short 
elp handle some 
‘ ft ¢ tte . 
has a t ft 
t é f his s 
at . we He A 
give mie esk 58] ¢ i 
‘ he tells c it ] 
eimne I wondere f ot 
oing this I f t tr 
If you know of a1 
fond parent, on wh 
efficiency, sell him the 
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Transcr iption Produc fion Important ) { \ ta 
h t i ‘ res 
t pres " attractiv . 
: ‘ ’ . ‘ . es p . vie ‘ , , 
i atur t yor 
ps . Kine 
: I \ at 
(i) ’ . , ‘ s gag 
€ | { ) } 4 ‘ vag Ml 
I ‘ . * skill 1 x ; \ 
on Speed | ts publ ze | ee | | 
. x 
Ka . c ; \\ & “ 
ir, | s k 
‘ , j way 
‘ w“ “ 
work ‘ ex 
? ° 
n Ni \ A Ce ( ‘ ‘ , 
, : Las 
{ eg A I . us 
W j g ‘ t i \ 
ar f brum, t ~ Hig 
' 
y espe ~ hy \ < { 
x ‘ n | rie ! 
N T vi 
s x Wr k Ss writes | oug 
M P \ p's M siness ( ham 
rR \\ ‘ 
() { \ r t ‘A 
» i] \ iKing { \ 
; +1 
\ x ‘ a> \ | 
‘ < i ‘ i 
T t 
x ’ 
st . : ‘ 
kect A “ 
ste g l ve r g 
lx I i sy » 4 n ] } B k ’ 
3a ber n the book Cornet! 
: : : I 3 
my | c sp prox tely 1 
wor r y w 5 sed how har ee () ‘ 
5 Ss ir " k W he t r ste g . ‘ , 
| Q s LOW i ‘ ee 
; f . k w \\ 
mor “ t I 
f ( Typist Test a stenograp mt 
. on ’ new oem ¢ Vag . { lame 
Drar S l } c have a . ' sac nr ¢ 
' > at © st ‘ ‘ ‘ } 
« re ne if . . % , VE K ' NS 
» best-se rea 
The Competent Typist Test for Speed s i ‘ «a f wit 
\ at gs up the 1est t the \ ‘ ‘ ‘ 
pet i ypist act t LOW ast iré y 
typi v ! | ive rea ed i ‘ 
. \ i “ 
spec 40 w 1 t t verlook ‘ , 
| \W | cx 
Live ~ / \ I M ers p Award i . xm ‘ 
er! ss g ‘ A sa 
thie ¢ ‘ rec ‘ , , ‘ the = : ’ 
: : ‘ S " Ww ' < esire S¢ ‘ i ill 
typew i | Make SO words ‘ , DI ’ ‘ w he witha 
ou und keer t t vi ) = . 
ir zg | ably “ ‘ | 
eat ire w ge Dw is striv ‘ 
1s . vl ve 
' , 
or = ‘ I W you gra i y , : ‘ whose 
ive I et t ov wor 5 im c ‘ etl no 
ances i 
4 ‘ ; 
. , . I i i I i ind KrCW J 
The O.G.A. for Good Notes ' 
i at spire s ent a 
, ‘ 9 ‘ ‘ | / 
A b ret t for tast and accurate ancestor-W | be \ c I I 
i 
, 
trans ptior s the ability t write good swee mag is | Ki¢ » sn 
notes Memb Pp rder { Gregg begins he tor l g al d en a 
' 
Artist . f ganizatior ‘ e thar : y hit f+ : . ‘ f k 
nil] short writers, should inspire ) Mian t let te t 
new ambitions ind a earnest effort t 1 t t . M in t t D> rm i 





99 
purse My Ol l paid a t id 
vance, still had another week to rut At least 
I! could eat a siecep | i wecK ind a lot 
in happen And a lot did hap 
pet | couldn't travel far on this small tor 
tun In fact, I « ldn't trave at all, because 
[ had to stay wher y room was pa for 
W hen bank l ) pect ve yobs il van- 
sh. It sa ycl | bethought me ot 
Wallingto: ett It would take two months 
r more t Ww ind recely an inswet I 
led t es e than ult I y ready 

sh in a l Ok but can’t sw . was 
the gist of my n ize, which brought prompt 
result f fort f SS800.00 traveling ex 
p es 

I I { Css i i Ste - 
ipher! Now k<—J344 pages 
f drama | adventure lt i Charles 
Scribner pub at I may be procured trom 
your lox i! I } ) i { l if bondage 
{ you! 


trate t i i insWw “ « 
n page 103 of “1 English of Business, 
together wit t! orrect expression “The 
ght wor t rig pl most impor 
tant $s \A te trom t introduc 
tion of the sectior sisting of eight chapters 
n Vocabula If you are a student, you 
probably a dying the book, but do not let 
t t r appreciating what a really 


fine and helpful volume it ts to carry away 

with you into the business oft It should be 
every tenographers desk tor reterence, 

ulong with your other Gregg publications 


i we uld t procure another Che Cheertul 
yy Rebecca McCann, is chock tull of 
nitab verse d drawings, witty, under 
al l sympatheti 
I t nk § x nd and noble t ughts 
On how my fe « ig 
Why 1 t whe i try the ut 
Th y : Vvyays “ t f s 
Have you read it? It is a Covici Fried 
publication, but likewise available, luckily, at 
ur book-shop 
Use of Figures 
Do 
TRNHE proper use of figures offers an inter 


ting study for stenographers. You will 


find a complete discussion of this in many 
good reference books. Here are some things 


1 


the use of hgures that you should re- 
member : 
1 In 1; ' teri nel ll bers 
i. in ordinary material, spell out all number 
the 


character. 


about 


f less than three « material 


is of a technical or statistical 
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i ente 
; Spel] ‘7 here ef 
pei ] 

‘ , 
ten.—From in introdu 
f id ’ 

} ida 5 and ” 








POINTERS F 


OM THE 


BOSS 





2. Make a Self 





iv a 
I co 1 W t 
Du V “ | you must 
' ' 
: Make ir jot \ 
emp.oy that e ca t 
\ Never betore a 
, tees i143 
pp ties availa 
} ’ ’ lee , 
\\ ability 
y yster ul 
eece ervice li 
I es lu pay is 2 
LJ Isl , 
is \ 1 W i sAIKE i 
mp : s mea r s 
aoe leei justi! I 


il er wi will d { 
’ ’ 
your Sdaiary 1? iaWw 
governs the price paid {i 
; , | 
» % KCe! I I 
{nar I i¢ market pr 
being unjustly treat W 
you will t 
' 
Lae | Nall 
services ¢ “ 
that ¢ 
, ai 
For instance, supp 
t ’ neo ’ ] ‘ ‘ 
t al i sit isSKc¢ i 
(1) If y wel 
would you do with t 
’ 
aiwWways O time lIor | 
' 
you evel iaugned it i 
(4) If a ticket age ¢ 
cn ¢ illt wou 
you throw papers ess 
(6) D you pay fe 
1 — 
make nm the office tele < 


n borrowed books 


Answers to such quest 


be important, but t i 
sense that they regist 

one hundred per cent, y 
nite, not an evasive i 
essential thing is t r 


Don’t rouge and 
will show whetl 
backt 


have one, 


get along w 


it your Ttelow 


ippraisal 


é npi \ ceilves 
y the service he 
are¢ kk nee a 

; ‘ ad 1 the 

yt k tor you 
. ch ft youl 
i t De without 
ere een greater 
the right perso! 


pz 
( ot Deen getting 
1 
is Tap iy 
he because your 
Dut f ause ix 
\ 1 1 Té 


well at 


y and demand 


i 
scl ce ( mpet 
\ to pay more 
) I 2 1 are 
. ’ | 
£ | 
- _ iam @ 
i | nt 
\ ‘ . ir¢ I 
ere 
-net . 
c cs ‘ | 
e Way anotine 
pI ior a posi 
wing questior 


$100,000, what 
(2) Are you 
tsr 3 Have 


rtune? 


n the sidewalk? 
| S il alls you 
D u re 


nay seem | 

( mportant im the 
iract« i score 

mus nave a det 

er tor eacn The 


r answers 


w he her you Can 
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SHORTHAND STYLE STUDIES—V 


By FLORENCE ELAINE ULRICH 


LEFT-MOTION DOWNWARD CURVES 


(/ ( "I Z 
CLAP 


Movement Drill 


\ 


Precision Practice 





our watchword be Accuracy with Facil Shut the cir 
ty on this exercis« D must be straight in nation, for st result ex e may 
ude. If this character is written with a help you acquire that straight, swift stroke 
good forward swing, you have no difficulty in which will sen pen against t ‘ nant 


maintaining good formation and proportion. in a smart, clean close 








/ 


Circles to Dowmward Curves—2 
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lhe circle is in to take on the form 
op in this joining Make it as circular 
motion as 1s consistent wit facility Ke Pp 


curved well at the em 





' ‘ , ; 
ihe circle fits closely to the junction of & and 


in this combinat No lost moti 


Getting an Education in Switzerland 


peter R ALPHONSE PIEKARSKI, 
one of the Grecc Writer's valued friends, 
has written to Miss Ulrich, conductor of our 


Art and Credentials Department, the stor of 


. 
recent transfer i St Louis to Frie 


‘ u ‘ 

y, Switzerla vhere he as begun a 
ur-year course of study, on the completion 
t whi \ tu! to take up his pastoral 
work An ther Piekarski writes 

| 5 g Saw me IK 

\ t p studies p 
piu . wow « i s | \\ give he 


utline to you, together with the number ot 


times per week the courses were taken, All 
ourses were hour cours Chat means here 
iat the course heduled for eight o'clock 
loes not start until eight-fifteen and ends at 
ne | next tarts a nine-hitec il 1 s 
n t i en ( ses are from sev till 
on and again from two till seven in the 


evening Here is the curriculum of « 


| attended logic 4 times with a 


, 

per week, <¢ gy 3 tim cat law 4 
‘ Sa week and u list 4+ cours i 

’ 1 4 ] ‘ 
Week | S¢ W i i« Nikka - ITses 
] ; | 

I rol W a €s i ass ¢ 

it ‘ Poy oy f Intellec 


terature in Polish and th inal hour 
Polish grammar hat made a total of thirty 
two hours per week 

The second semester is not as heavy, merely 
me hour less. It is as follows 5 hours of 


: iology, 
3 of cosmology, 4 of canon law, and 4 oft 


church history, and finally a seminar in ontol 
gy [hat completes the list of obligatory 
urses. The electives a me i re Psych l 


gy of the Intellect, one in Modern English 
patrology 


Church), 


poets, one in (study of the Fathers 
he Introduction t 


Polish, of 


he Philosophy of Religion, two in 





which on s in Ire 1» and the other u 


Polish, and finally tw s a week in Spar 
sh | it progran gn ft keep ne 
busy Besides , ding Englis 
Fr | 5 ilk > is recreati i 
work Conversat four language 
during f time Is part of my study 
Now SY K | my si tna 
It may seem a bit strange keeping up short 
" when only é s in Englis 
ubout sev Fre tw 1 Polish 
im™ all « t rs | i Still ] manage 
it In the beginning it was very difficult 
work listening to the fferent languages and 
translating them mentally before transcribing 
them in shorthand, but w the task is rather 
easy I tne | it i | giis courses ] 
il iin st ik¢ \ d | ‘ 
ret 1a | ‘ t pre t pretty 
mucn I ble M I Vas ery k m™ 
sending me a tional and in that way 
I can be sure i the new | los pl cal and 
heological terminology that I am _ hearing 
W hat my spe l mnot Say My ist 
theial speed before leaving t States was the 


rd-a-minute test Whether I have bet 
k | wit certainty 
. ' 


ri tlow vel i atl | t rm uling list ol 


Gregg News Lett and in that way will 


ive some materi 


testing my 
peed A 1ew thers | ‘ wl are intere sted 

shorthand will codperate with me in this 
egard. Neither one of us knows 


Perhaps in the following year we may be 


us Capacity. 


. speeds of 
120 and higher 
tter, the only practice have in shorthand 

taking the lectures dow Other time 


uring the day cannot be found, |! 


As you in deduce trom this 


1 
ecause ali 


ne spare time I have must be given to pre 


paring and mastering th« rses | am follow 
ing Perhaps you can suggest some ways 


whereby I can increase my speed. I would 


be very grateful to you { 
service 


rendering me this 


here 
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January Test Material 











! clubs of test papers should be accompanied by a typewritten 
and tnusure accuracy tm making out certificates January py 
wntil February 25, 1934 
" ry ° \ 
> . - . . ‘ 
O. G. A. Test Instructions 
g Dh | 
oF y 
These tests are to determine your ability to write - 54 
sherthand smoothly, fluently, and accurately Any be- workers ! 
ginning student who is able to make a creditable copy lor nf ' 
of the Junior Test (page 231) may submit it for the a ee oe 
" > uly At 
Progress Pin The test below for the O. G A “J 
Membership Certificate, can be written by any one What 
f 
who has completed the Eighth Chapter of the Manual whe 
Practice the tests as often as you like, comparing , ‘ 
our notes with the printed plates until you have ~~ 
produced a copy in your best writing style Ask your Dbiect tel 
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January Competent Typist Test 


Use double spacing in typing this test 


(To find the gross number of words you write, divide gross number of strokes by 5; then deduct ten words 


for each error to get net words written The number of strokes is indicated at the end of each line 


facilitate counting the gross number of strokes written 


Have you ever taken part in a radio shorthand contest? 
With the advent of radio, it has been possible to hold short- 
hand contests on a much larger scale than before the days 
of this great invention. Instead of a dozen or a half hundred 
students competing in a test of shorthand writing skill, 
it is now possible to have thousands of students, stenog- 
raphers, and teachers of the art take part in a contest at 
the same time. 

Those of you who have taken part in any of these 
contests, know that all you have to do is to listen to the dic- 
tation, write in shorthand the material that is read, tran- 
scribe it, mail the work to the radio station giving the 
contest, and hope for the best. You know that you must 
listen very intently, as only a shorthand writer knows 
how to listen. When you listen to an address, under or- 
dinary circumstances, it does not matter whether or not 
you hear every word that is said so long as you get the 
hang of the story. So long as you get the gist of the mat- 
ter, that is all that counts. But when you are a shorthand 
writer you must hear every sound that is dictated, you 
must reproduce every word that is uttered, you must re- 
cord even the applause that the speaker receives, if he is 
a good enough speaker to receive applause and does receive 
it. Getting every word is a particularly important matter 
when you are taking part in a contest. 

Now let me tell you some of the things that happen 
at the broadcasting end. The story begins, not in the 
studio, but in the offices of those who are responsible for 


conducting the contest. A speaker must be arranged for 
who will give the contest the proper background. Arrange- 


order to 


Sire rhe Ss 
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ments must be made for somebody to dictate the tests. 
It is necessary to have a person with a good radio voice, 
one that is easily understood over the air. A person who 
has had experience in dictating evenly in real contest style 
should be chosen. 

At this time also we must get in touch with various 
departments of the broadcasting company. The publicity 
department must be notified of the event and furnished 
with details so that suitable news may be sent to the daily 
press. The program director must be informed also, for 
it is up to him to assign the time for the program. There 
is a department in charge of music, for some programs re- 
quire a musical background. 

The next step is to notify the speaker and to be sure 
that his paper will be just the length that he can deliver 
in the time allotted to him. The dictation material has to 
be gone over with a fine-tooth comb. It must contain no 
advertising. I sometimes think it must be a relief to the 
listeners to hear a program in which there is no attempt 
to sell something. The words of the contest material must 
be so arranged that there is no chance of conflicts or mis 
hearings. The dictation must end at the close of a sentence. 
The material must be easy running. 

Now, with the script written, which will give infor- 
mation about the event, the rules, and the dictation mat- 
ter to be read, we are ready to go to the studio for the big 
event. As a rule, the station announcer tries out each per- 
son who has to speak so as to be sure that the voices are 
sufficiently clear and that the speakers stand the correct 
distance from the mike. Then we are ready for our respec- 
tive parts. The announcer speaks. The program is on. A 


thousand pens are in action.—A. A. Bowle 


1884 


1903 


3056 
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The ¢@ 1 Competent Typist Pir s now awarded to students writing 5 net mor mit 


ds a 
& Competent Ts st Certificates showing the exact number of words are awarded at higher 


eds Competent Typist Progress Certificates are awarded at 3) and 40 words a minute 


nute 
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January Transcription Project 


(‘Shorthand written by Anne Kovacs) 
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Teachers who have not yet enrolled their transcription students in the Tran- 

scription Speed Project competition closing May 1, should write now for the 

Progress Charts for each student in the transcription classes. And let us 

CAUTION YOU NOT TO SEND YOUR BUSINESS EDUCATION WORLD AWARDS PROJECT 

papers with entries for the GREGG WRITER Credentials. The departments 

are conducted separately, and delay and confusion is caused where papers are 
not addressed to each magazine separately 











Senior ©. A. T. Test 


Concluded trom page 225 
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QO. G. A. Club Prize Awards 
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QO. A. T. Club Prize Awards 
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A DAY WITHA COURT REPORTER 


The proceedings may seem a bit exciting to an onlooker, but 
to the man taking the notes it is just “all in the day’s work” 





By CHARLES LEE SWEM, Official Reporter, New York Supreme Court 
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Medical Testimony—V 


Vote ritten by Charles Lee Swem, Official Reporter, New York Supreme Cour Vew York ¢ 
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he will tell vo vhat thev all are wi 


ited into or iry ing uage a Si aking ~P 
1 the brain, snit 
Well yes ad t the d ct 
And a ¢ t sab ka blue mark, 
‘ ¢ >" 


And a ematoma S$ a DUDDp 
from which bl 
Well, ves, that w | 
‘And the olecranon process is that portion 


I the 


elbow commonly call ‘ razy r 
funny bone, isn’t it? 


Yes. 


WHEN you b e a reporter, you will make 
the inevitable bservation that plaintiffs 
lawyers and 
Latin or Greek, and those of the defendants 
mmon English, the commoner the better 
Note, too, that it requires an entirely differ 


ent doctor to clear up the question of the 


traumatic neuresthenia For th we equir¢ 
i specialist, the so-called neurologist or psy 
chiatrist, and the testimony of this particular 
nedical il i re" | very dithcult tor the 
reporter Here we learn, too, from the ex 
imination of the lawyers, that “traumatic” 
means “al g from an imjury violence, 
ind that “neuresthenia ; some torm ot net 
vous ailment, but indefinite is the held and 
» speculative the causes, that before the doc 


and the lawyers are through discussing it 
pro and « we ma ! urselves making an 
explorat f the entire brain and bod 
WHEN t is t 1 the plaintift’s attorney 
he is able ¢ 1" may have successfully 
nplanted the minds f the jury that his 
ent was still suffering trom “traumat 
urest nia i a result « the accident; or 
the defendant's law vé may have succeeded 
leaving them with the impression that she was 
just the victim of a good old-tashioned net 
vousness which began when she got her first 
fright from seeing a mouse at her feet, And 
the reporter will ive thirty pages of stuff 
that he would gladl y out the w low 
f he ld 
iF rap d suc s Wwe istel I the test 
mony t tw ocent citizens who were 
the vicinity { the accident at the time it 


appened, and who, according to the plaintiff's 


lawyer, saw every detail of it, eve for eve 
exactly as the plaintiff herself testified, but 
who, according to the defendant's questions and 
must be “ringers 


toward them, 


} 


his attitude 


closer to the acc: 


who couldn't have been any 





) 
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As eacl photograp . | ‘ i ft 
accident is introduced ea X\-rav is 2 
to the doctor to identif ul thet tlered 
evidence and accept t Judge c as 
handed to the reporte ’ irks the exhil 

umber on each, keeping ureful track of then 
nN the ex bit pad \\ ( k ps beside } 
notebook His s pl te D sibilit 
f the exhibit recor t se g that it 
iccul ately kept 


To be continued nex 
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To the questions on page 213 


] \ principa la i i pany ue 
used platiorm trom w addresses a 
made at a meeting 
2. A bird ‘of the het family, f1 W 
long white plumes are taken that become 


aigrettes of commerce 
3 An angle in W t Stet Abbey 
1 | eS « . lar 


vyorn across the chest ik rf all t 4 

supp rt a sw rd r ole 

) \ aesSar " comes from t Lat I and 
the same meaning as czar, kaiser, empet 
King 

6. A shellfish tron whi s obta 
mothe t-pearl used g 

/ Ar pera hat I v 
a aker Pa 

& An nhabit \ | i 
T he Abd rites were t } stup hen 
the word ts a sy! ) sin t A bade 
i la ghiter 38 to lis iuX 

¥. Orig illy the unusa ast part aw 
I lot] r end ota p ence gurat ery 
mimpressive end } thing 

10. A title borne du re Midd Ages 
| cn bles i ] ] ‘ ' s . 
the kings fl ark 

1 ; 

11. A comp d ~~ 
lie ’ 1] 4 ; ‘ 17 
Cradils i TZ é Ss, ponticaiy 4 





12. One of a series of Eur pean guidebook 
hlich | 
published eK (sermany 4 
though ne by hin The term is 
loosely applied to all } hooks 
> My son, observe the postage stamp! Its 
usefulness depends upon its ability to stick t 
me thing until it gets thers losh Billings 
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WHO’Ss WHO IN SHORTHAND SPEED 


Examiner A. A. BOWLE introduces another Two Diamond Medal Winners 





Morris J. Levy Ginevra Wilcoxen 


stuck ts i t ‘ i} 1 rt \ . . " ' \ te « 
] | t ig pos thee ' . “ 
Mar A 1b 
| ? ave 
1932, M >f ter | ! C-ave i 
ge t ) \ I il { me! i t H] \ ig : 
~ J { ‘ i Am the y ‘ : . 
Ureg ‘ ke ‘ ‘ rege yw f 200-w 
write i ‘ vest as first tra | , x tee 
W ea Hig » . \ n erce, M Now {, \ ( 
Levy St S (na \A\ te wing ’ ri 
s pers ig is Joe ( k, Lowell Thoma Miss W : ’ ', 
Edd Lant Io! x nagazine m the > \ ( wa 
the Car By taking down their remarks in an honor s = her entive tiie 
shorthand was able to qu verbatim the se H ind cx 
messages of thes eading light f stage W com] f la n the 
scree it i { p v ith irom _ Stat rr 
2 s M Le “ the partment 1 ( t 
nedal y stenograp! \ , ' he 
Some ic i 4 was taker va } e | 


et ‘ “ } i ump an { ‘ ret ‘ 
Clyde | Dla iT ns lds t tre t t nt 
175-w il. Mr. Levy nteresting co 
Na ‘ nself I irt ‘ urt fr “ 
.orting hy go the s esters f the 
I kl Law S A, he d as ter . . us 
pra ‘ It s I \ ‘ by a Zab 
; 7 ‘ ec “4 , Se . . . I, as 
a te | ‘ “ le t | Ma S 
fortif elf \ k t he t in ( 


SY new rs wie she was awarded the t ’ it 
Gregg | xpert Diamond Medal tor su cessfully And to t 1) ndin se ack 1 a post 
passing the 200-words-a-minute test. In Aug script revealing the fact that M W 

ust, 1937 Miss W | oxen wor the w rid s open writes Yoo words minute ' tine tvpew t 
shorthand championship for business college A trale remaricabie sae fader! 
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Information Desk 


LD appreciate having your opinion 
follov tuations. | have worked 


Vilig 


to make sure.—E, F. 


(1) I work in a law office; my boss when 
meets all clients and attorneys and 
Should I simply speak or am 


introduces me ‘ f 
shake hands? I 


] expected to stand and 


know I would not be expected to rise if typ- 
ng, but what should I do if 1 am not busy at 
the time? If an attorney offers his hand, I 


stand? 


an attorney or 


of course take it, but should I 


(2) Should I stand when 
lient tells me goodby and leaves the officer 
office with my 
lunch ? 


(3) When away trom the 
employer, who should pay tor 
(4) A stranger en office when the 
out. He introduces himself. Should 

I am Jane Smith, Mr. K’s stenog- 
K’s stenographer ; and 


ers the 
boss 1S 
1 say that 
rapher, or simply Mr. 


am I expected to introduce him to the boss 
when he comes in? 

(5) The office has only one room and 1s 
ituated in a small village where we have both 
lived all our lives Naturally some of my 
employer’s clients and friends are also my 
friends I like to be as courteous as possible to 


all who enter, because he is also a public ofhcer 
office is elective When a person 
conversation is general and 
1 il | sn uld have 


and the 
comes in and the 
I am not busy, is it proper 


omething to say or remain silent unless 
spt ken to? I have practiced the latter, but 
at times I find it hard not to express a! 
opinion on the subject under discussion. 

(6) The othe: iy the assistant to the re 
ceiver of a bat ume into the ofhce a1 re 
quested that I go with him into the count: 
to take an acknow gment. | had 

ssistant and seen | several t 1 
I did not know y well () 
it the home of our nt, I ask m if | 
had met Mr. Client. He said id not, bu 
e would introduce himself | know 
the client tor a g | many years a! felt that 
it was my duty to introduce then Who was 
right, the assistant or I? 

rhe answers to the questions in this letter 


are as follows: 


(1) You arise when introduced to an older 
woman or to an elderly gentleman of distin 
tion to whom you wish to pay honor, but not 
otherwise. 

(2) It is 
attorney or client leaves y 


arise when an 


office. 


not necessary to 


' 


(3) Unless by some special arrangement, 
your employer would be expected to pay the 
charge when you are lunching with him. 

(4) In the absence of your employer you 
can say to a stranger entering the office, “I 
am Mr. So-and-So’s stenographer. Will you 


wait until his return or do you wish to leave 
When your employer arrives, 


a message 2 
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you can say to him, 
ing to see you,” or, to the 
Mr. So-and-So.” 

(5) Procedure in instance 
largely a matter of personal choice. There is 
value in the proverb that “Silence is golden.” 
One seldom gets into difficulty by observing it 

(6) The assistant to the f th 
bank should have been glad to have you in 
troduce him to his client. However, he may 
have had his own reasons for not asking you 
to do so. Since, however. he to have 
been the manager of the enterprise, it was his 
privilege to make the decision 


gentleman is wait 
stranger, “This is 


would be 


this 


; 


receiver 


seems 


Further information along these lines is to 
be found in “The Private Secretary's Manual,” 
by Bernice C. Turner, publ.shed by the Pren 
tice-Hall Company of New York; and “Man 
ners in Business,” by Elizabeth Gregg Mac- 
Gibbon, published by the Macmillan Company 


of New York. 





HOW I GOT MY JOB 


Initiative and persistence are usually productive 
of wished-for positions. On this page is chrow- 
icled an instance of success in that direction. 














Neat, Brief and to the Point 


HEN I answered an advertisement in 

our daily paper for a stenographer last 
summer, little did I expect to receive an an- 
swer. A _ week later, I was called 
and asked for an interview 
After speaking with the 


| 
time he told 


however, 


man for a short 
uld receive the po- 
time just why 
hundreds of 
than I had ap- 


me that I w 
tion. I did not 


! ia 


know at the 


been selected, as other 


girls who have more experience 


ed for the same position 


[ learned later that it was because my lette: 


ef application was neat, brief, to the point 
ind because I answered the asked 


advertisement.—E. H 


questions 


n the 


Key to Medical Testimony—V 


The shorthand for this appears on page 235) 


Q What about the expres r f this patient the look in 
eyes’ A. If he had ar rea esion of the brain espe 

y ac it was ber h ‘ the basa ganglia the ex- 

I ion of th man wou be absolutely d he would be 
inemotional Hig eves would be the eves of a sleepy mar 
That would be the true picture of a r lesion; whereas 


the picture that this man pre to me is that of a fixed 
facial expressior with the eyes widely staring at somebody 
That is not the picture that you would get in g basal 
ganglia condition 

Q By the way speaking of basal ganglia 

not it is the fact that the functions of that are definitely 
letermined by scientists? A. They are not definite 

Q And his gait; what about his gait? A. The gait of 
this man is not the gait that you find in an organic brain 
njury. In an organic brain injury with a hemiplegia 
that is spastic paralysis om one side, we find that the leg 
is stiff; the heel ix raised. the foot is inverted in. and 
the entire arm is spastic. with a face turned to the side of 
the paralyzed side, and the gait is not the— 


(To be continued next month) 


State whether 
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NEVER <2. AGAIN! 


A True Adventure 
on Bear 


Mountain 


Recounted 
by 


CHARLES E. ZOUBEK 


Illastrated 
by Earl W 
W ard 


PART I 





~ 
~ 





| 
| 


Tie Grece Wairer, January, 1938 





240 









B Tue Greco Warren, January, 1938 


to 
- 
w 


Tue Greece Warrer, January, 1938 


To be continued next month 


A Pioneer Exemplar 


Condensed from “Contract” 
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What Two Small Letters (ar Stand For | 


Special to THE GREGG WRITER by SETH H. MOSELEY of the 





ASSOCIATED PRESS New York Headquarters Staff | 
6, j 
’ ) 
} 
( 4 : 

4 | 
| € | 
| ' 
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| ‘ 
g | 
ae F 
f . | ? 
f 





Tue Greco Warrer, January, 1938 








Tue Gaecc Warren, January, 1938 














PRESS PHOTOS 
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s 
‘ 
y 
o 
- 
; 
7 
= 
y 
we : . 
= . 
r HE AP files offered scores of interesting pictures—we could have filled this whole issue 
with specimens of their cameramen’'s shots a draphic record of every big news story 
that “breaks They deem the view of the Hindenburg caught at the very moment of the 
explosion and that fast-moving strike-scene during the labor trouble at the steel mills among 
their outstanding pictures of the vear. We knew you would want to see not only these “news 


pictures, but some of the men at work. So we have included in the groups on pages 246 and 
247 the AP’S ace foreign correspondent James A. Mills, showing his credentials to a Chinese 
officer in the Shanghai war zone—the ruins of Chapei in the background (that's his World War 
helmet Mills is wearing); Byron Price, executive news editor of the AP, busy reporting the 
Republican Convention at Cleveland before the last election, rewrite men and operators work- 
ing alongside him; a section of the huge scoreboard during the tabulating of the election 
returns; and three office views—an AP dispatch coming in over the Automatic Printer to one 
of the member newspaper offices (it may even be that fateful FLASH of May 6, the reporter 
is scanning it so absorbedly); an AP news desk, where the desk editors are correcting and 
editing the copy the machines have brought in from the four corners of the globe (accuracy 
comes before fine writing in the AP and, last, a London AP man in the very act of gather- 
ing the news in one of their Continental telephone booths, where news is received from AP 
staff men throughout Europe 


> & b And you have, across the page. a word picture of the AP cor- 
respondents on the job at Warren, Ohio, during the recent steel strike. Why the circles 
around the AP in two instances in that letter? Well, the editor wrote Associated Press in 
full in those instances only, using the familiar “AP"’ everywhere else, and in such cases 
where an abbreviation is used interchangeably with the full form in dictation, the stenographer 


can indicate the outlines to be spelled out in transcribing by circling them in the shorthand 
notes without making a change in the outline itself. It is common practice in railroad offices 
where in one breath both 


‘Baltimore and Ohio” and “B & O” may occur 














fue Greece Warrer, January, 1938 


In Appreciation of Good Work 


{ Letter from the Warren Tribune Chronicle's Managing Editor 
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A TRIP to 
BRITTANY 


by 


SISTER MARY FIDELIs 


St. Patrick’s High School 
Providence. Rhode Island 


Written especially tor use with Chapter Vine 
of the Manua 
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Seven Modern Wonders 


—— - . 
— aoe an C Sf — é v7 4 Se ? 
? ( 
C -n ~— — f+ 2 y 4 - . " 
Rial ie SS ~ ‘ Y oy C 4 ( ? Sf 
ve ‘-_, ¢ ¢ ( = 








256 Tue Greece Warren, January, 1938 


Busy Ants Are Aids to Scientists 


tet as Detectives” in Locating Beds of Valuable Minerats 
Says NEW YORK TIMES 
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By Wits and Wags 
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